iPrint Installation

Introduction To assist with printer assignments, Novell’s iPrint printer distribution
program will be used by the Information System Division.

In addition, iPrint allows the ability to “print” directly to a copier.

Benefits There are several benefits in using this program:
e If the network is not available, the user will still be able to print
documents.
e The program allows a more stable and efficient distribution of
printers.

e The program allows a user to install and use a printer within KDOA,
New England Building, simply by clicking an icon on a floor map.

e The program also allows a user to print directly to a copier. All
setting for the copier are available when printing to it.

IPrint icon The iPrint icon appears in the system tray.
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Installing a Printer or Copier with iPrint

Introduction One of the benefits of this Distribution system is the user can select a printer
or copier from a floor map and the equipment will install. The user can then
take advantage of any higher speed or color printer or copier within the New
England Building in Topeka.

Map Icons There are printer icons used on the floor maps which indicate the type of
printer. Also, if you allow your mouse to hover over the icon it will display
the printer name.
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Ico Description

0 Black and White Printer
D Color Printer

@ Copier (there is one black and white copier and
)

one color copy machine with hole punch feature
per floor)

’ Plotter (please contact Help Desk before use)

g’

How to The following table explains the steps on how to add a new printer.

Step Action Result
1. Right mouse click on the iPrint
icon in the system tray.

iPrint settings
Document status
Launch Printer Folder

FindjInstall printers

2. Select Find/Install printers The New England Building
Floor map will be displayed.

Note that all floors are on one
web page.

Continued on next page
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Installing a Printer or Copier with iPrint, Continued

How to (continued)

Step |

Action

Result
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3. Find the printer or copier that

needs to be installed.
4. Click on the printer or copier | Installation confirmation notice

icon. will be displayed.

{3/ The Printer & not Installed
Do you want to nstdl R now?
Yo No

5. Click on Yes Installation will begin.
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Installing a Printer or Copier with iPrint, Continued

How to (continued)

Step Action Result
6. Successful installation notice
will be displayed when T 2
complete. ol DS N P N s A sy
=]
7. Click on OK. The printer or copier will be

available in the printer listing.

Note: If the printer or copier is already installed a notice will be displayed.

Microsoft Internet Explores

!5 The prinver is akeady installed
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Additional Printer Settings

Introduction After adding a new printer, the default printer setting may need changed.

Set Default The following table explains the steps to set your default printer, if needed.
Printer

Step Action Result
1. Right mouse click on the iPrint
icon in the system tray

iPrint settings
Document status

Launch Printer Folder
Find/Install printers
Close

2. Select Launch Printer Folder | Printer Folder will be displayed.

Note that a column of printer
“Location” has been added.

Fle Edt Vew Favorkes Took  Hep
Fl = G Qe arade 1A O X o) O
Address | 4) Peeters
s - - Nows 1 Sooments | 2o | Comment T tecron [ Meds
Z] - ) assiverer
= 28010 Lt Brscom Fas Priter 0 Ready Biscom Fas Prnter
Printers O adcba 106 0 foady My Cocaments Ao POF Cotrarton
B Stiscom Fax Priter 0 Rty Bescom Fax Proter
Ths Felder cortis rfcrmation sboct  S8P123-6W on o 0 Beady 1 Laaw ot 42000 290 Bobween Office 122 and 123 9 Lawar 30t 4200 PCL%
w‘;‘:’f’r’x’"”'ﬂ":’fﬁ WPP1288 o0 ko 0 Resdy 19 Laser Jet 42000 150 Melpdesk Arex P Lasas det 4200 PCLSe
‘,":,L » - é’luwm«- 0 Pasdy 9 Litaw Jot 42000 LCE Copy andd Pax e 9 Litaw Jat 4200 PCL%
PP1618% on gerl) 0 OuLOF Paper ... HP Lasew Jot 40500 LCE by 150 Traring Room 19 Lasar Jot 4050 Sevims PCL
To nt iformancn abouk ¢ crkr that 5gnqg 3 T WL 4550 ¢ CE by 390 T B we It 4S50 9L 6
¥ Covartly nevaled, rpe O the ,jv 1 Color on ke 0 arer Low ot ot s Cobon LCE by 750 Ty Rioom .dox.-v. .'»:.
mear's kon 206ABW on o< [ Beady 19 Lagae ot 42000 R Copy Fa Ares Priter 9 Lagae Jot 4200 L5
SPPLTIW on gp 0 Roady M Losae Jot S 20 Foce Malway Near Restrooes W Lanee Jot 9%
'°""-‘"::"'"""4""N“‘ SYPP258-Cokor on op) 0 Reasdy M Lasaw Jet 4700 Colow 2 Flonr Mabway mesr Restrooms P Coler LaserJet 4700701 6
el o, 0 Roady 19 Lanae ot 4200 3 Picce Care Copy Fax ees 1 Losae Jot 4200 PCLSe
Select an Resn 10 view RS descroton.  SPPHREW on go! 0 Pesty 19 Lager det 4200 0d Fioce e Cogry Fax Mea P Laser Jet 4200 PCLSe
0 Baady 1 Line Jot 4700 Colr 3nd Floce P Cogy Fax A P Color Laser 300 400 PCL 6
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Additional Printer Settings, Continued

Set Default Printer (continued)

Step Action Result
3. Right mouse click on the
printer that you wish to print to [~ GBscom Fax Prinker
. SBP123BW on £9://172,284.16
on a normal basis.
5
[ Sat & Defaukt Printer
= Priting Preferences... 16
- Passe Printing ;6
: Cancel AN Documents 5
S Shaing... 16
= 5
g Create Shoetout 16
g Delete
Properties
4. Select Set as Default Printer Default icon will be displayed

next to the printer listing.

CHP123-BW on ipp:/{172.28.4.16
25p128-BW on ipp:/f172.28.4.16
SBP144-BW on ipp:{172.28.4.16
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Copier Acc

Introduction

ess Code Settings

There is a requirement that the copier code be used when printing to a copier.

The code is entered on the Valid Access tab
option.

under the Printing Preferences

Entering the
copier code

The following table explains the steps to enter the copier access code.

Step Action Result
1. Click Start select Printers and
Faxes.
2. Right mouse click on the Similar to the printers, the

Copier, select Printing
Preferences.

number after the word “Copier”
refers to the room number
where the copier is physically
located.

& Copier-144-Color on ipp://10.155.64.88 Printing Preferences

Setup | Paper | Print Quality | Valid Access | Watermarks |

qu T ype:
@ | Normal Print

)

Orientation:

| Portrait

—_—— Layout:
Classification Code: <

1 Page per Sheet

[[] Rotate by 180 degrees

v |

Paper Size:

Letter (8.5 x 11")
Input:

Auto Tray Select
Plain & Recycled

[

Settings

|gnore Application Collate

Staple:

@ o

Color/ Black and White:
(3 | Color

=]
v

J

Restore Defaults ]

0K

][ Cancel J
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Copier Access Code Settings, Continued

How toEntering the copier code (continued)

Step

Action

Result

3.

Click on the Properties button

to start selecting the copier
settings.

Copier properties dialog box
will be displayed.

Click on the Valid Access tab.

Access Code properties will be
displayed.

& Copier-144-Color on ipp://10.155.64.88 Printing Preferences

Setup | Paper | Print Quality| Yalid Access | watermarks|

User Code:
[7U7p7to 8 characters ofrnumbers]

[i70

®

Classification Code:
[(Up to 32 characters [a-z4-2.0-9,""])

75

][ Cancel ]

Valid Access tab — enter you
valid assigned access code.

The Access Code assignments
are physically listed at each
copier.

This is the area in which you
will place the appropriate
billing code for the copier job.
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Printing to a Copier

Introduction

The copier settings or options you can select when physically standing at the
copier are available electronically.

How to

The following table explains the steps on how to use the available copier

settings/options. Depending upon the options available at the copier the
following screen prints may vary.

Step

Action

Result

6.

Select the copier as you would | Similar to the printers, the

select a printer.

File — Print.

number after the word “Copier”
refers to the room number
where the copier is physically
located.

Printer

Necee: PN Lo0:7/172.25..4.16\Coper- 16 1-6W v

Status:  Ide

Type: SAVIN 9033 PCL 6
Where:  Room 161
Commeant: BW Copeer

Page rangs

oF'}

O Curentpage O Selection

O pages:
Type page nubers andfor page
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or pisl, pis2; pls3-pis3

Prink what: | Document v

Prink: All pages n range v

[Tl Print to He

Copies

Number of copies: |1 -

Zoom
Pages per sheet: |1 page
Scale to paper sige: Mo Scaling

= Cow)
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Printing to a Copier, Continued

How toHow to (continued)

Step Action Result
7. Click on the Properties button | Copier properties dialog box
to start selecting the copier will be displayed.
settings.

2 Copies 169-BW on ippi 11 72,285,416 Printing Praferences

D | Pager  Pimt Qualy  Yald Accesy | Watemad
lob Type Copees
5 bomainin v 1

Dherdaton

R Fuv s v Fotate by 180 degress

Layos

- )
R 1 Page par St v B

5 t] on v P
l:‘; a‘ i‘t\u Apchear Colale
IE & on v _IJ L)
l LY l oD dul |
ot [t oo
8. The Setup tab — Select the Options to be set:
options as appropriate. e Paper Size

e Number of Copies
e Collate
e Orientation
e Duplex
e Layout
e Staple
e Punch

NOTE: Do NOT put your User ID or Copier Code on this tab. The copier
code is placed on the Valid Access tab.

Continued on next page
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Printing to a Copier, Continued

How toHow to (continued)

Step | Action

Result

> Copier-161-BW en ipp: /11 12, 78.4,16 Pripting Preferonces

Gobp  Paomr | Pt Qually | Vald Acosss - 'Walesrasts

![~:nnv.r: Soow

o Pt 00
IS
[ Zoom »
. Papet Sebecion Coversn/Pages Selecton
‘ Sarvé Pages b 3 Pages

v

& Cupst Ty

0 brges Teay
!/ Prrtws Datmd

E) durn Tomp Sebect

Topw
u‘-‘t Flan & Alecycled v
===
NI & J,
| ==
=

[ Custes Papt S [ AedseDeluds |

[ | Concel

9. The Paper tab —Select the

Options to be set:
options as appropriate.

e Paper Selection
e Document size

e Type of Paper and Tray

Continued on next page
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Printing to a Copier, Continued

How toHow to (continued)

Step | Action Result
x> Copiet -161-BW on ipp /11 77, 78.4 16 Pristing Preferonces
; _‘;@ e TrumType Mode
600 2p - Domnloss 3 Trol oo -
.E;:;@ "] e Parder Forty
v 7] Pied Al Tewt As Blsch
O]
] Edge to Edgs Pt
\p.é'f-v -
ay
A% ; a
B o
[ AesnDeluss |
i | Canco Heo |
L " |
10. | Print Quality tab — Select the | Options to be set:
options as appropriate. e Resolution
e Scale Pattern
e Graphic & True Type
Mode.

It is recommended to leave
these settings as defaulted.

Updated — July 6, 2011

Continued on next page

12 of 14



Printing to a Copier, Continued

How toHow to (continued)

Step | Action

Result

X Copiet -161-BW en ipp 11 77, 78.4 16 Primting Preferonces

Gebp  Pager Pt Quoly Vol Acoess | \Walesrarts

Uoar Code
1Up 1o B chwwowes of marbee

mil

o | [ Coeo Heo |

11. | Valid Access tab — enter you
valid assigned access code.

The Access Code assignments

are physically listed at each
copier.

This is the area in which you
will place the appropriate
billing code for the copier job.

The Access Code should have
already been entered per the
instructions on page 7 and 8.
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Printing to a Copier, Continued

How toHow to (continued)

Result

Step | Action
x> Copiet -161-BW on ipp 11 77, 78.4 16 Pristing Preferonces
Gobp  Pager Pt Qually | Vald Acosss  Waleimarks
- - Noow) v
Tt
In‘:lu 300 peards)
< > -
Poux (/50 42 30 degres:|
4755 04 Sach| 0
;‘"‘_;‘u 2550 rechl | Cobx Ferd
Carber Wetnrmak [ O Fiest Pagge Oy [ Ax Quthens Oy
[ | Cance Heo |
L . |
12. | Watermarks tab — Thistab is | It allows for the copier to
optional. automatically place a
watermark on the document
being copied.

Updated — July 6, 2011

14 of 14



	iPrint Installation
	Installing a Printer or Copier with iPrint
	Additional Printer Settings
	Copier Access Code Settings
	Printing to a Copier

